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employees and users outside S HUD? "^^^^^^^^^^^P HUD 
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CHAPTER 1, GEJJERAL 

office of General Services 
Stim iesft^wS^^- information, program information and documai- 

Inroi«Uon Dtviston is In the HOD 

library - Room 814L 
Program Infonnation Center - Room 1202 
Quick Information Desk - South Lobby 
TEIEPHOilE W UMBERS (Area Code 202) 





Outside 


Government 


Loans 


755-^380 


138 X56380 


Reference 


755-^370 


138 X56370 


Law 


755-6373 


138 X56373 


Blbllograpl^ 


755-5793 


' 138 X55793 


Acquisitions 


V 

755-6938 


138 X56938 


Program Information Center 


755-6/,20 


138 Jt56AaO 
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Telephone No. Information 
Director 




Govemmen^^ 
138 X55111 
138 X56376 



HOURS s 4 -LJH X56376 
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CHAPTEa 4« THE COLLECTIONS 

7. NATICTIAL RESOURCE , The Library is, in a broad sense, a national 
resource for the literatoire of housing and community development. 
It includes over 450,000 pieces of recorded information, developed 
for research and administrative use. The resources include 
American and foreign studies on housing; city, county, state, 
regional and national planning; metropolitan area problems; law; 
community and construction finance; land use; real estate; zoning; 
minority groups; stati9tics; urban transportation; and related 
subjects. 

8. TOHMATS . The resources of the Library, in Room 81A1, are in a 
variety of forms. The collections contain books, documents, 
reports, periodicals, pamphlets, microfilms, microfiche, maps, 
slides, films, telephone books, college catalogs. 

9. ORGANIZATION . 

The following categories a.-e. are shelved by Universal Decimal 
Classification nuinber. 

a. The General Collection contains books (other than, law), pamph- 
lets, documents, and technical reports. 

b. Equal Opportunity . The Equal Opportunity section brings 
together for convenience, recent books about minority groups. 
The section consists of about 500 rotating books, with a 
special print-out catalog. Duplicates of some of the books 
are in the General Collection. 

c. Reference. This collection consists of a group of hi^ily 
selected publications useful in answering reference questions. 
Th^ are primarily dictionaries, biographical directories, 
trade directories, encyclopedias and periodical indexes^ 

d. Vertical File . This collection of about 5,000 pamphlets is 
separated and housed on special shelving because of the 
fragile physical format of the material. 

e. Folios are a collection of oversize books and imports. Large 
atlases may be found here. 



Piage 7 
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h. 



grants from HUD for Corawehi^ffr ^l^^ agencies under 
Section 701 of the'^HouZf Act 3 SlT"^ Assistance Sder 
reports, now numbering over S u° an^nded. ihese 

arranged by accession nSr^r+l ' ^ cataloged and 

mal Classification. sSSfnr«Jfi?%'' "^'^ UniversS^D^L 
in the General ConecSSS/'^^^"^^ cataloged reporS 

Jf^ute'S: -^S?S'?e'J??trs\t^^^ federal 
reference materials, TheS f ~ *k » law 

in the usual law libraw arS^^mf 7 ^^l^""^ categories 
Chapter 10. ^ arrangement. For more detaUsrsee 

f£t°dSSefec tod°fo?S^*i^ consists of over 1600 siimifl- 
«eSS?cali Si^-- ^"-3 a-S52b"J: ^ » 

urban planniS, Scf,^ricSJ? ""chitectSe, 
^* ISiS^JSieJWjectoriea <p»,4- i 
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n. Slides, Motion Picture Ftlas. Other Mon Print Media. A small 



collection of these is in the library, 
ted with Modem Talking Pictures, 



Most films are deposl- 



^eeches. A collection of speeches of officials of mD and 
its predecessor agencies is maintained, arranged by speaker. 



3? 



1 
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CHAPEEi 5. LITERATURE SEtBCTIOM AND PBOCURQIENT 
10. ACQOIgTIOW HESPnwSTBTT.TTr. The library is responsible for 

mSf5*u^^°???**^^^ *° ^ anticipate the require- 
ments of HUD and its constituency. To this end, it obtainrbott 
free and purchased pubUcations and other reconied materials. 
STff l^''^*^® ^°°^^» documents, reports, maps, micro- 

films, subscriptions and related recorded materials are provided 

SJii^®nf2?^J^ ^"^^^ °^ *he Library and Sifor- 

mation Ittvirion. Funding and procurement actions for most of 
the above materials for libraries in HUD Regional and Area 
Offices are the responsibility of the respective Regional Offices. 

^J,^^h ^.*heir official capacity, receive publications 
i^r^ attend meetings at which proceedings and othe?publiS- 

^"^^^^ these in the Lib?wy 

I, 5 I?^ ^® ^'^^ *° *h*^ contributor on Indefinite 
iA>an IX ne wishes* 

SSg^ygo"^^^; publications, regaiMless of 

wnetner the publication is believed to be obtalnable^th or - 
jjitoout cost, are directed to the Library by memorandum (am-^S). 
Only those required for official use are oidered. The UbrS 
determines the best source and method of obtaining publicaticns 
needed for retention in offices or for addition to Se Llbrary 
collectlons. Suggestions are welcomed for new materials that 
should be in the Departmental collection. 

12. BCmwas AMD GrFTS. The Library obtains valuable free documents 
and inrormation flrom its exchange relations with other insUtuP- 
ttLons and from goromment sgencies, both U.S. and foreign. Since 
HUD is a free Depository Library for Federal documents, a primaiy 
source is the Government Printing Office. Harv- foreim publica- 
tions are procured through the Office of International ASairs. 

^* HDD HJBLrCATIOWS AM) HOD 3P0H3OHBD HEPQmS , Copies of HDD pabll- 
cations and technical reports prepared under HUD contracts or 
l^ts nnst be sent for permanent retention, indexing and annoance- 
ment to the Library, Boom filU. Copies must also be sent for 
informational use and ptibllcaUon distribution, where appropriate, 
to the nrogram Information Center, Boom 1202. i««w»t 

14. HDD DBQgrogr UBBAHCTS. lEhe Library cooperates with the Office 
Of Coomunltgr FLtoBdng and Hanagasnnt In estdiUafalng policies and 
procedures, add in detendnlng irtdch libraries throuAoot the 
country may receive HDD qponsored reports on antottatie dlstri- 
boULon. 
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CHAPTER 6. CkTKUXnm SBR7ICES 



15. ^^§^« Idbraiy catalogs and classifies materials to 
provide a bibliographic record, for information retrieval. 
Si^Jects are assigned from the "UAan Vocabulaiy," a list of 
subject headings created and developed by the Idbraiy to meet 
thespecial needs of the Department and the grotq>s it serves. 
Books are classified according to the Universal Decimal Classi- 
ncauon qrstem, again modified to meet the special needs of the 
D^artment, and its client eeoapa. The catalogs contain infoi^ 
mation regarding all of the Libraxy»s coU ections, including 
legal and legislative materials, Ihe pcibUc cani catalog is 
aiTangedalphabetically by author (pergonal and corporate), 
titxe, and subject. In addition, a cotqputer produced book 

. * ^ CooprehensivB Planning Reports (701 

Reports) is maintained and filed near the piilic catalog. 

16. cmiX» CARDS. HDD Liiraiy catalog cazris are sent to the Idbraiy 
5L??^°°J?^ *° ^ library of the Centre Interamericano de 
Vivienda y Planeaaiento in Bogota, Coloobia. The Idbraiy of 
Con^ss reproduces HDD cards in its publication "Hationel Onion 
Catalog? which is used by libraries and other institutions over 
ZDB WDrld. ■ 
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CHAPTER 7. LOAN SEBVICES 



17. ffWDfflG. Most of theldbraiymiiterl-i^ -u 

r^rts, fiLns, and documenS^i!^ frJ?*° » periodicals, 
HTO Central OfficTp^SJr^e t^^i^i""" ^ 

^ of material and tS^S^xir^iie^tJfSS 7^"" ^^'^ ^« 
for three weeks, if other 8t«wani loan period is 

period may be e^^teiiefSJn^elt ^iJ^-J"^' 
?M o^^e^^-^'^ STSve-SS -3 on 

- - a?:-^sr2rf».^^^^^ 

Publications mast be Mfsim^ . ^ 

aake them e^^:7f^^^J^ ^-^^ indicated to 

19. ^^S. Readers Bn- ask to h« «^ 

aS^Mf^*^ ««t is needed 

other JiS«Ssf%Siri^^L£2™^ '•iU be b^SnA 
«|t«rl«l Win br?SLd^^^i5^J2«,«?,»««^ periodicSS: 

Regional Ubraiies ui tTSSSrSrS!: ««>«ie to HDD 

Hon^ persomwl ma^^r^^J^T^^^ * Halted basis, 
^ T ^8 through the^ 

'«l«eterteii.^!tS5t SSS'bSS " -Stlqpedias. ^ 
on dlgfiiy, sSlSSa S2«Si^SL?f*,*«*» •** periodicals 
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* CHAPTER 6. FERIOIIIGAL ROUUNG 

23. PERIODICALS BOUTED > The Library receives about I6OO periodicals. 
Newly arrived periodicals are routed to HOD ixKlividuals at their 
office locations! upon request based on official need* The 
Library encourages the sharing of these publications and asks 
users to pass the copies along quickly 1 so that all may have 
access to new information* 



2U. HDD UBRAHT PERIODICALS * A list of titles from which selections 
can be made is available in the publication "HOD library 
Periodicals list*** Copies will be S!q>plied upon request* 
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CHAPTER 9t REFE3IMCE AND RESEARCH SERVICES 

25 1 CLEEWTEIE SERffED , The Librazy serves the HUD Washington staff, 
and gives aid to Regional, Area and Insiiring Office personnel* 
The facilities are also available to researchers, the acadeadc 
and the business connmnities, public interest groups. Federal 
officials, other government libraries. Congressmen and their 
constituents, civic organizations, local public agencies, pro- 
: fessional organizations, private research firms, and anyone 
interested in housing and comnnanity affairs* It provides access 
to facts and to the thinking and experience of others* 

26* RESEARCH AND HEFEREWCE o Users may consult the Librazy letter, 
by telephone, or Ify personal visit* Reference librarians will 
help in finding specific books and reports* They clarify and 
refine requests according to the type and voloame of material 
available, indicate persons or ozganizations the user may reach 
for more information, suggest sources that the user may be 
unaware of, and for the benefit of the HUD staff will txy to 
borrow from other libraries matexlal that is not in this libraxy* 
Reference librarians will also do research and select materials 
relating to subject inquiries. Thqr evaluate research sources 
and supply answers as well as indicate appropriate publications* 

The Reference staff can point out periodical indexes and pub- 
lished bibliographies that will be useful to readers yiio are 
prei>aring reports, and suggest materials that are of proven 
value in specific subject fields* In BotL^ cases, brief biblio- 
graphies can be pr^>ared, or bibliographies that have been pre- 
pared in the Library supplied* See also CHAPTER ID* 

27. RELATED RKFEMmOK SEBnCES * The Reference staff assembles 
esdiibits, bo6k displays and prepares many of the bo6k reviews 
of outstanding new literature* In scanning current periodicals 
for articles td be included in the Library's binnonthly bibUo- 
grapfay **Hoa8in^ and Planning References,** the staff is often 
BTM-r^ of the most recent literature that may be helpftCL to the 

2Bm SUOOBgi'IOHS FOR QQI ^^'^^ TBrBDEiSBST m Readers may suggest new 
bodes, reports or other media that the Library may acquire to 
serve the HDD staff. The Idbraxy staff is constmtly on the 
alert to euggestione from readerd and scans the literature for 
neir materiaLLs to au^nent the Idbrazy^e c611ectibna« See also 
CBtPIER 5* 
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^uoks. put on '3ri,i^%^f SecUon maintains a rack of new 

of recent acquisitiSs Tho!f f ^ library users mav learn 
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CHAPTER 10. lAV SERTIGES 

31. LAW REFEREHCE , The Law Section of the Library and Information 
Division provides reference and research sex^ces to Central 
Office Personnel and in particxilar to HOD attorneys. See also 
Chapter 9« 

32. RELATED SERyiCES . The following additional services are pro- 
vlded: Advance Sheets of the "National Reporter SSystem" are 
routed upon request. Law Journals are kept for use, vdiile the 
Tables of Contents of selected ones are reproduced and circu- 
lated. 

33. LAW OOLIECTION . Approximately 80 Journals and services are 
received, fbe "United States Law Week" is maintained as a 
reference service. The Law Section contains all Federal laws; 
Federal decisions; selected Administrative decisions; all with 
digests, indexes and Shepard's Gitators to the Reporter Sjystems. 
A complete set of "National Reporter Sjystem" with "American 
Digest" and regional digests, excluding the "Abbott's New Toik 
Digest," is maintained. Complete sets of all state codes are 
maintained. There is a coinplete bound set of the "Federal 
Register," along with the current "Code of Federal Regulations." 
Superseded sets of the "United States Code" as well as current 
ones, including a Reference set, are maintained for current and 
retrospective searches. The ^^Congressional Record" from 1934 to 
date is available. Legislative histoxdes of housing acts and 
ap p r op riations acts are maintained, to be used only in the 
Library. 

More than a thousand law treatises, legal encyclopedias, diction- 
aries and constantly updated specialized services augnent the 
collection. 

34« BierATBD MATEKLALS . Since the Law Section is an integral part of 
ihe tibx^xy's total resources, all the information contained in 
the general collection compleaents the law materials. 
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CHAPTER 11. SEIECTIVE DISSEMINATICN OF INFOHHATION 

35. SPECIAL SU BJECT INTKRBSTS . Staff menbers may advise the Library ' 
of special subject interests, in lAich case related publications 
subsequaitly received will be brou^t to their attention, lliese 
may be for permanent assisunents or for short term projects. 
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CHAPTER 12, BIBUOCKAPHIC SER7ICES 

iffui!! ^ Pt'ANNINS KEPRmajniLc:, Ihe library and Information 
«ivision produces six issues a year of "HousinTandPTalmJn? 
^ferences." a binnonthly selection ol a^SSaSjjr^i^Ld 
P^cations and periodical articles rec^d W^e uSST^ 

oS2!**5fxi*°^*^ P®*^*^* Selections are aiJanged by sSlect 
content with cross references, and indexed byluto?r«nd ^ 

IZS^^'^L^ separately. lS^5IcaS^ iJ' 

dSSJSc^^'SS ^ Government Printing SSice SVlor 
aomestic, $5 for foreipi subscriptions, • 

?j^;fg;°!! PnRr.TnATTn»« Bie above bibliograpter 

ana otners are also distributed ftee, as issued, to a sSeJted 
list of interested organizations thriugH thSTli^er 

S'^^Je^stt^*^ ^ "ail.^SS^ne^^s 

^' Sid™i?ZIS?""^ ' Ihe library develops extensive 
S^fiSJi S^!f ^''^ subjects of current interest 
iS 2LSS^^i?°?5°L!^ ^^P*^**- Ihe literature 

aJ«^?i25\!r?"*** ^ analyzed. The resulting bibliogwSies 
tt^ S^ISji^J? n^t^ «d arTalsoloS^^ 

the aiperdntendent of Documents. Recent examples are: "StizL 

S S^'SS.^ISii^^J? ^^^^ Affai^S)r^LviSii:S 
(^\t .Z^T^^r^^^* ^® landlord-Tenant RelationshiD" 
c^.^ ^ anrlronment for the Elderly and^Ldi- 

39. BOOK OF THRmar- •a^ LLbraxy produces "Book of the Yeeirn 

iSLISS^.ftnsrjj;;^^^ ~""«- 1. *. or p^. 

Sl^^^^L^i^ * "Wl-ct*^ list of 
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CHAPTER 13. OTHER LIBRARY FDBLICATIONS 

A2. URBAN VDCABULAlg , The •TJAan Vocabulaiy," published in 1971, 
contains the subject headings used in the public catalog of the 
HUD Library. Included are cross references to related terms 
and corresponding Universal Decimal Clas^ication numbers used 
in the HUD Library for each term. The 'TJAan Vocabulary" is 
divided into two main categories: an alphabetic list of subject 
headings and a reverse index of classification numbers with 
corresponding subject terms. Copies are available ft-om the 
Library and Information Division. 

43« raaiOTICALS LIST . Ihe "HUD Idbrary Periodicals List," published 
in 1971, notes the titles found in the periodicals coUection of 
the HUD Library. Die list consists of three parts: alphabetic 
list of titles, with partial holdings and name of publisher} 
subject categories, with £U11 title repeated under each stibject} 
and publishers* names and flill addresses. Copies are available 
from the Idbrary and Infopmation Division. 

OOHHixiaK ASSISTED fPBLICATIOIJS . The Library axxi Information 
Division produces lists of periodicals, of geographic subject 
terms, of books on equal opportunity, aixi of plunnlng reports, 
throu^ punch card and coopxter techniques. These are largely 
developmental in nature and for internal use of the Library staff. 
It is anticipated that in the future some may become formal 
publications* 

45. 3FBBCHE3 , Speeches by members of the staff of the Library and 
inTormation Division before various groups of librarians, inform 
mation scientists, and others, both here and abroad, are printed 
and available for distributicm ftrcm the Library aid the Program 
Information Center. 
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CHAPTER 14. PROGRAM INTOBMATIOM CINTER SEETICES 

^' SSSn^Sl , IS" ^f^^ Infomation Caiter serves as the main 
abSirShe ^ ^ Department for InfomaS^ 

acSviSes F^grams, organization, functions and 

^'"^ goverSenLi agenSet^^ ^Sn as 

ai'fc . 2" 'r*!'' ^^Ponds to telephone calls 
received by the Department which are not directed to aneeiWr 

ciSS to llo^^tl: " mquirieTSSt Ir^l^^the 

caxxer to appropriate program area when indicated. 

^' ^S;^ .^^T"^^!J^^*°'« ^^vises them about the 
^^^ll T ^^J*^ agencies' programs. Wien indicaLi. 

^SJelSc^SL^tar ^^^^^*" 

kCT,fii^*W information and reconis are made 

SL??^° *^ regulations established^ 

suant to tiie "Rpeedom of Information Act," (Public LaTS 

SS'i^nSS^ISeJ?^: "^'^^^^ c<UaintB°uS:r^e A^i 

50. gSl^Pqo; OFjroilCA^. The Center serves as a distribu- 
f^^^^^^^S^^^tS^ToTprini^ inf omaUonal Sterial 

fofJT*^ 5r ^^^^^^P^^*- ItalsorSSSTto 
~S?fif '°',i»fon»tion «ibcmt how to obtain issuancesand 
regulations for specif ic programs. bwmhwbb ana 

^' Copies of Departmental wports and issuances 

«5^^=^55^ reports should be sent to tto CeSer f 
grtte ptibnc, or distribution when the supx^isadSuaS 
SSS'ofl^^i^"^ ar« fctnished i^Cm^'^^; 
Office of PtibUe Affairs and Iqr other responsible offSes. 

gg^^ ai-ad on if e^ence with public 

matttlal and the reprlating or reviaicn of existing materiSe; 
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CHAPTER 15. QUICK INFORHATION DESK 

^3* THE qpiCK I NTORMATIOW DESK serves the public and HUD employees: 

^* As a reception area for vlaltora to the Department, locating 
HUD personnel and calling to make appointments when appro- 
priate* 

b. The staff receive t aLephnnfl paiia and give general Infor- 
mation about the Department* 

0. In response to requests, tjubllcatlons . fact sheets and other 
informational material are ftumlshed. 

<!• The staff maintain the official telephone and room locator 
file for the Department, and respond to telephone and 
visitor inquiries for such information. Notice of changes 
in room and telephone nuinbers should be sent to It by admin^ 
istratlve officers to keep the locator file current. 
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CHAPTER 16. SERTICES TO mSLOSAL AND AREA OFFICES 

54. SCTVICES TO LIBRARIES , The Central Office Llbraiy and Infor- 
mation Division provides general policy axKl procedure guide- 
lines for the establishment f development and maintenance of 
HUD Regional libraries and Area Office collections. It renders 
technical assistance in all facets of libraiy operation including 
personnel selection, orientation and development, specialized 
furniture and equipment, book selection and procurement, cata- 
loging, reference, and bibliographgr. 

It purchases yearly a limited number of significant books in 
the fields of housing and community development for each Regional 
Idiraiy, It distributes duplicate Central Office materials, 
particulax-v' ♦'O newly established Regional libraries. It gives 
special assis ^ce to newly established libraries and those 
lacking full-time or professional libraiy staff. Central Office 
staff visit Regional Office libraries to provide technical 
guidance. Regional librarians, especially yAiea newly appointed, 
are sent to the Central Office for orientation. 

55* SERyiCES TO UTTCrn pr moNREL , Regional, Area and Insuring Offic 
personnel should first seek assistance from their Regional or 
Area libraries. The Central LLbraxy will lend publications, 
reproduce articles, perform reference and veseBrch services anc 
compile brief bibliogrflgphies. The recurrent *Vousing and 
Planning References," "Book of *e Week" reviews, specialized 
bibliogr8{>hles, and other Idbrazy-produced aids, assist field 
personnel in keeping abreast of latest developments. 
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CHAPm 17. HUD REPRESEHTATIOM IN TECHNICAL 
INFOHMATIQN AND LXBRART MATTERS 

56. INTOACTMCY COMMITTEE REPRE SENTATIOW . The Libraiy and Infor- 

+ f if ? staff represent the Department on documentation, 

technical information transfer and library matters. 5i«r serv^' 

the Committee on Scientific 
and Technical Infomation and its Panels; Federal Idbraiy Com- 
mittee and its Task Forces; Washington Metropolitan Council of 
Governments Librarians Technical Committee; FLC/COSATT Ad Hoc 
SSS S?u^Je% uSrSje;? "^^^^ Reorganization Program; 

57. gSaONAL SOCIRTTO. The Libraiy staff are spokesmen for HUD 
a Vprof essional societies , such as the American Library Associa : 
S!"t«JI!I^ °^ Libraries, American Society 
T?^J5 ""f*^*"'.^®^®""®' Council of Planning Librarians, Special 
Libraries Association. ' 

T5JL"FS?n?"i P °" International Federation for Documen- 
tation (FID) Universal Decimal Classification JJubcommittee. 

58. TECHNICAL ADTISORS. The Library and Infomation Division staff 
also serve as technical advisors on HUD contracts and on HUD 
assisted projects involving information transfer, libraries, 
computerized information storage and retrieval arstems, and 
related mattws. » f 
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59. 



CHAPTER 18. ASSISTMCE TO LOCAL PUBLIC 
AGENCIES AND OTHERS 

ASSISTANCE MP ATOTnii:. m addition to the usual library and 
program information services, as requested. Library and 
Infoimation Division staff advise and assist Local Public 
Agencies and others in planning, developing, organizing and 
managing library and program information centers or files. They 
also advise on planning and equipping the physical facilities. 
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CHAPTER 19. TRANSMITTAL OP HUD TECHNICAL KEIORTS 
TO THE NATIONAL TECHNICAL INFORMATION SER7ICB 

60. HUD TECHNICAL REPORTS TRANSMTSSTOW. in addition to the sendees 
or storing, retrieving, announcing and distributing HUD^sponsored 
reports, previously described, the Library and Information 
Division is the central office for transmittal of HUD technical 
r^rts to the National Technical Information Service (NTIS). 

i^.T-i^^*^°" reports submitted direct 

to NHS by HUD contractors or grantees. 

These responsibilities and procedures for HUD program offices 

J?mm®n,^''f^,*r '^'^ ^ ^ Circular 2l60.ll, "Subinission 
of HUD Technical Reports to the National Technical Information 
Service," August 13, 1971. 

^* IfflCORD OF NTIS ACCESSION MllMBRBfi. The Library and Information 
Wvision maintains the central record of the Accession Number 
igB Number) necessary for ordering reproduced HUD documents from 



